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In an effort to help you visualize the Electronic Document Management System, or
EDMS, the Judicial Branch has created this PowerPoint presentation. This 10-minute
presentation illustrates one process in EDMS: how court documents will move from the
filer to the county clerk and then to the judge.
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Disclaimer

» Very basic overview-

This presentation is intended to be a very basic overview of one process in EDMS. It is provided
for your information to give you a sense of what the EDMS process will look like. What you are

seeing here is not the full extent of EDMS, but only one part of it. EDMS is still in development,
and so many details are subject to change. The screen captures you see in this presentation are
mocked-up versions of what we’d like the EDMS screens to be; they are not finalized.
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Judge’s
Interface

In any given court case, “papers,” or filings, may go from the filer to the county clerk and then to
the judge. Information also flows back from the judge or clerk to the filer. In EDMS, each of
these parties will have screens for their own use.

Filers will use the Filer’s interface to submit filings. EDMS will also be able to send information
back to the filer in the form of orders, hearing date notices, the status of filings, and more.

Clerks will review and approve the filings on the Clerk’s Review screen.

The judge will be able to view documents submitted by the filer and view the information in ICIS
via the Judge’s Interface.

Document Scanning & Storage takes care of the electronically submitted documents.

The entire EDMS system interfaces with our current ICIS database.
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Registered filers will access the Filer’s Interface via a web browser on the internet. They can do
so from their own home or office, or they can use a public access computer or kiosk, for
example at a library or at the courthouse.

The kiosk pictured here is one option being researched, but no decision has been made yet as
to what type of public access device will be used in the courthouse.
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Filers will have the ability to submit filings on new cases and on existing cases. When they are
submitting filings, filers will first enter cover sheet information. This includes such things as the
type of filing, the parties to the case, contact information for the parties, and so forth.
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If a filer is submitting a new case, there will be more cover sheet information to enter than if
they are submitting a filing on an existing case. If they are submitting a filing on an existing
case, they may be able to pick that case from the list of previous cases on which they’ve filed.
This saves the filer time. Most documents filed on an existing case can be submitted in a few

seconds. e . B
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After entering the “cover sheet” information, the filer can attach an electronic copy of the
actual document being filed. If there is a filing fee, the filer can pay the fee right as the filing is
submitted. This electronically-submitted document will become the file copy; no paper copy
will be needed.

Once the “cover sheet” information is entered and the electronic document attached, the filer
can submit the filing. The filer has now filed a document with the court, perhaps without ever
leaving his or her office! Later, the filer can use the same system to check on the status of their

filing.
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The documents submitted electronically by the filer will now be sent to the Clerk’s Review. In
the Clerk’s Review screens, the county clerks will review the cover sheet information and
documents sent by the filer. Clerks may edit some information, may request clarification from
the filer, or may link parties on the case to their PINs. They may also send the filing to another
employee or to the judge for further processing.

Once the submission is approved by the Clerk, it may be docketed and the cover sheet
information sent to the ICIS database.
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On one screen, clerks will be able to see filings from all counties in which they are approved to
work. Each filing will have a priority rating to help clerks organize their work.
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During the review process, there are so many things that can be done to a filing that often a
clerk won’t need to do much work in the ICIS database directly. However, some work, such as
financial setups, scheduling, and other tasks will still be done in ICIS.

Remember; EDMS does not REPLACE ICIS. It's working hand-in-hand with ICIS — taking
information from the filers and clerks and passing that information to the ICIS database.

Many clerks, and judges as well, are being provided with multiple monitors, all connected to the
same computer, so they can be viewing EDMS or ICIS and the filed document all at the same
time.
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For times when a filer is granted an exception to electronic filing, clerks will be able to scan a
document into the computer, and then dispose of the paper copy. There will be at least one
scanning station in each clerk’s office. The scanners used at these stations will be able to scan
at least 40 double-sided pages in a minute. Some offices may have more stations or faster

scanners.

If a paper filing is brought in, the clerk will docket the filing in ICIS just as he or she would now.
Then, a new button in ICIS will allow the clerk to print a page with a bar code on it. This bar
code page, plus the filing, will be scanned. The bar code will allow the scanning software to
automatically match the scanned document to the appropriate docket event in ICIS.

All electronic documents will be stored in a database on the network. On the docket screen in
ICIS, the docket event will contain a link allowing a user to open and view the electronic
document or documents that are associated with the event.
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In the end, judges need to see the documents that have been filed on a case. The Judge’s
Interface in EDMS will allow judges to see the electronic filings and all the ICIS data on a case.
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The Judge’s interface will provide a judge with a list of scheduled cases for a particular date and
calendar. Various buttons and tabs will allow the judge to quickly access case information and

documents. The judge will also be able to look up information for cases not on their schedules.

In addition, the judge may be able to create orders, process documents sent to him or her for
review and send notes to themselves or other employees about cases.

The Judge’s Interface will work very much like the current CJIN2 screens, but with some added
features.
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The electronic document management system is being created to reduce the burden and
expense of maintaining paper files in each county. We hope this overview has helped you
clarify your mental picture of EDMS.

Again, we have reviewed here only one process in EDMS; there will be more to learn in the
future. As EDMS is implemented in each county in lowa, more training and information will be
available to all users.




